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	St. Joseph County Health Department
	Policy and Procedure
	Subject:       Media Releases & Media Inquiries Effective Date: 08/01/2022
	Updated:
	Scope:    All Department of Health Staff  Number:  01.26.22
	Purpose:      To set guidelines for how the Department of Health releases information to the
	public and how it responds to media inquiries.
	Procedure:
	The St. Joseph County Department of Health (SJCDoH) releases information to the public, including media outlets, for various reasons. The SJC Board of Health may also release statements as it relates to critical public health concerns, priorities, and...
	Types of releases include:
	1. Public health advisories, activities, or educational briefings will be sent to the Director of Health Outreach, Promotion, Education (HOPE) for approval. The Director of HOPE will work with Health Officer(s) for final approval.
	a. Abatement orders and/or meeting/public notices will be sent by Unit Director via existing required process.
	2. The Director of HOPE will release the document(s) via the Executive Assistant who will send to the Department of Health’s public release list and place on the website. If the Executive Assistant is out of office and unable to forward on the public ...
	3. The Director of HOPE will track all public health advisories, activities and educational briefings and report them monthly on Health Officer reports.
	Responding to Media Inquiries
	The St. Joseph County Department of Health responds to various media inquiries as part of its day-to-day duties and in response to Department of Health releases.
	1. The Director of HOPE shall serve as the primary media contact. Inquires coming into the Department can be directed to Director of HOPE through email, call, or text.
	a. Director of HOPE will pass to Health Officer and/or Deputy Health Officer; they may choose to respond or assign a Unit Director.
	b. If media inquiries come directly to Health Officers, they can respond as necessary and inform Director of HOPE so that the media story can be tracked and reported on a monthly basis.
	c. If the media inquiry comes to one of the Unit Directors other than the Director of HOPE, the Unit Director shall refer the inquiry to the Director of HOPE; though, the director of HOPE may choose to refer the inquiry back to the Unit Director.




